Send photos by emall

File size Is automatically reduced

This is the easiest option if you have Google email or Microsoft Outlook
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This screen pops up. You can only send emails from Picasa if
you a) use Google Mail or b) either have or your email account
IS connected to Microsoft Outlook

E Select Email

Select how you want to email your photos

Microsoft Outlook , Click on whichever
o Use my default email programme.
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Don't have a Google Mail account? Get a free account.

Remember this setting: do not display this dialogue again.

Help 7 ] Cancel (X ]
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If you don’t have either, it is quite complicated to set up your email account to
automatically transfer to Microsoft outlook. Guidelines can be obtained from your
email online help section, plus another training presentation will be given on this topic




1. Add the email address to which the
photo it to be sent e.g. annware@sky.com
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2. Press the send button



Export button to decrease file
Size
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Click on my
documents

Location of exported folder:
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_ Browse through folders on
S x| your c:drive until you find

et T ) the folder you want to copy
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1. Call the folder

whatever you wish
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5. Click on OK button



Screen pops up showing where the new folder on your c:drive is.

Click on
folder
button if you
wish to see
where the
new folder
Is located
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In order to see the file size of your

: o Click on drop down arrow
exported file within the new folder
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See file size
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File save as
to decrease file size



2. Click
on File

3. Click on
File Save As
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Screen pops up
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Browse through folders until you find
folder you wish to copy photo into, click on
this folder




Once correct folder located

1. Ensure file name is correct \

2. Check file type is JPEG files

3. Click on Save bhutton



